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17 October 1956 


.EMGEiUHJM FGi'li Director of Training 

i Chief, Finance Division 

KOaJSCf t finance Training for Msinistrative Type Iteraoiinel 


1. It Ms recently earns to oar attention that diesaiisf action 
has Men expressed with the results of "training* afforded adminis- 
trative assistants who handle station funds and accounts. In view 

of the indication of renewal of emphasis m training for administrative 
assistants who will handle finance matters at snail {Glass B) Stations, 
it appears appropriate that consideration be given to providing for- 
malized courses of insinuation for such personnel* 

2. The facilities of Finance Division have, in the past, been 
made available to ad al nl strati ve-type pereonnal who are in process of 
assignment to positions where they will assume responsibility for 
station funds and account#, in order that such persons may have the 
advantage of actual on-the-job type experience related to their proposed 
responsibilities . This action was taken in response to requests of 
operating elements for assistance in providing specific coverage for 
adainistrativa assistants who will handle station funds. Glass 3 
financial records and reports. 

3. It is now becoming Increasingly evident that the need for 
special and directed attention to the training for administrative 
employes# who are to assume responsibility for station funds and accounts 
is such that formal training program should be developed to meet their 
needs. Such programs, shou l d bo specifically designed to provide a 
desirable degree of competence in financial and budgetary affairs in 
those individuals who aro to be charged with responsibility for station 
funds, accounts and financial report® at Claes B Stations. 

4. In lino with the above, it is recommended that the Office of 
Training develop a training program for employees who are to be assigned 
to positions in Glass B Statiena where they will assume responsibility 
for funds, financial records, and reports and that such program be made 
a pre-requialte to the assignment of all personnel to such position©. 
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5, Vie shall be glad to off cor such suggestions or otherwise, 
assist in the d#v«loj»»nt of the prog?** bgr asking available 
facilities end materials of Finance Division to the extent deslrod. 
In this ®e«*ctlan, however, we feel that the program should be 
conducted bgf the Office of Training in its own facilities and act 
% finance Division. 


Chief, nnaace Division 
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